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1., OGENERAL

/é This regulation prescribes general policiasénd method; for
the economical and efficient management of Agency records based
on, and in agreement with, the Federal Records Act of 1950
(Public Law 75L), other applicable Federal Statutes and regula-
tions and existing Agency policies,

bs The\scope of records management precludes inclusion of

detailedypolicies, standards and procedures in s single issuance,
Henee, /Supplemental issuances pertinent to each major functional
area AF the pIogTam are provided as cited in paragraph 7 of this

2 OBJFCTIVE AKD SCOPE

"More efficient operations at less cost™ is the basic objective
of the CIA Records Vanagement Program. Attainment of this objece
tive with resultant econcmies in manpower, syplies, equipment,
space, time and money can best be realiged by@igerous,aggmssive)
agency~wide application of the following major program aspects a
described in the "Records Management Program Guide,® Sﬁrmﬁg
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& Becozda‘ Creation

{1} Forms Engineering and Management
{2) Reports Management

{3) Correspondence Management
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SECRET,
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Organisation, Maintenance and Use of Records
(1) ¥ail Control
{2) Reference Service

{3) Maintenance Management

(k) Pquipment and Supplies Standards
¢, Disposition of Records

{1) Records Control Schedules

{2) Recorde Disposition Schedules
d, Vital Materisls Program

Adherance %o the following policles are essential to the conduct
of an effective Records Management Programs

se Adegquate controls over the creation of recorde zhall be
ingtituted and maintalned to ensure that imporitant policles snd
decisions are adequately documented by the most efficient and
sconomical means and that the creation of urmecessary records are
prevented, The control, engineering and management of formm,
reports and correspondence and the immediate destruction of trane
sitory material no longer cof record value are sssential program
elenents,

\
b, To ensure the sfficient and economical maintensnce of records & “
te obtain maximum usefullness, provision shall be made for the
sontinuing analysis and improvernent of mall handling =nd mut.ing, ik
record classification snd indexing, utilization of filing équipment '
and syppliez and the reproduction, transportation, storage and
issuance of records,

2S¢ Preservation of records of comtlimuing vaiue is vitsl to the
proper functiening of the Lgency.—(&uch records cannot be sconome
ically stored in office-type files or space) A Records Center
shall therefors be established and malntained for the storage,
proceasing and servicing of Agency records, including Top Secret
material, A1) nonecurrent records ehall be prompily transferred to
the Agency Records Center, microfilmed, or degtroyed, Records
cantrel schedules shall be developed und maintained for these pure

poses,
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d, HNo record sh3ll be alienated or destroyed unless it be done
in accordance with provisions of the Records Disposal Act, A1l
persormel are warned that willful and unlawful destruction, dame
age of alienation of any Federsl record may result in invekation
ef the following severe pemalties ordered by Sectians 23k and 235,

‘o

Destroying publie records, Whoever shall willfully
unlawfully conceal, remove, mutilate, obliterate or
destroy, or attempt to conceal, remove, mutilate, obe
literats, or destroy, or with Intent to conceal, remove,
mitilate, obliterate, destroy, or stsal, shall take and
earTy ausy any record, proceeding, map, book, paper,
doeumsnt, or other thing, filed or deposited with any
elerk or of ficer of any court of the Unlted States, or
in any public offics, or with any Judiciel or public
officer of the United States, shall be fined not more
than $2,000, or impriscned not more than three years, or
both,®

nais. g records by officer in charge, Whoever,
&gu Custody ol any record, proceeding, msp, book,
document, paper, or other thing specified in section 234
of this title, shall willfully and unlawfully conceal,
remove, mutilate, obliterate, falsify, or destroy any such
resord, proceeding, map, book, document, paper, or thing,
sball be fined not more then iz,am or imrisoned not more
than three yesrs, or both; and shall moreover forfeit his
office and be forever wlierward discualified from holding
any office under the Oovernment of the United Statea.”

#, Vital materials shall be identified and removed to a repository
for safe keeping, '

DEFIRITIONS

&, TRecords include all books, papers, maps, photegraphs, or

other decumentary material, regardless of physical form or char-
scteristic, made or received by an agency of the United States
Government in pursusnce of Pederal law Iin comnection with transaca-
tion of public business and preserved or appropriate for preservaw
tien by thel agency or its legitimste successor as eviderce of the
organigation, funciions, policies, decisions, procedures, operations
ey other activitles, or becouse of the infermational value of data
contained therein.” (57 stat, 380, as amended; Ll USC 386)

be. "Roberecord Materisl includes library and museum material mude

er atquired and preserved solely for referente or exhibition
purposies, extra coples of documents preserved only for convenience
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of reference, and stocks of iublicatiom or processed documents,®
{57 stat, 380, as amended; LL USC 366)

- =active Records are those records which are referred to
infreguen v The activity that accumlated them tut which
must be retained permanently or for a specified perlod before
their dispogition is authorized,

d, Insctive Records are those records never or rarely referred to
by the activity accumulated them but which must be retained
parmanently or for a specified peried before their disposition ie
authorized,

¢y Retlre ords are those records that must be preserved for
= “pariods of time and need not be retained in the office
equipment ané space, They may be semieactive and inactive records,

£, ¥orms are the devices by which managemeni seeks uniformity and
simplicity in the recording, tranamitting, reporting and data
proceseing of #ital information, They are preprinted, containing
predeternined spaces for incerting specific information, Ttems such
sa certificates, labels, stickers, tags, placards, posiers, cover
shaets and form lstters are included in this definition,

g+ Reports are accounts or statements of information prepared in
writTET T Ptative, tabular, punch card or graphic media and trangnmite
ted by one organizational element to another in conformance with

an established requirenent. An aduinistritive or management report
as distinpuished from an operational report provides for adnmine

imtrutive or manazement control over an aciivity or operation,

h, Correspondance includes all memorands, leiters, and dispatches
{exelnding operational reports) sent or received by Agency personnel
in the exscution of official duties,

i, Y‘i% Materials sre those specific items in possession of the
Agevny are esoential to iis continmuance and which if destroyed
would constitute a serious or irreplacesble loss,

Je An Aren Program is one covering a Major Component{{Deputy
Directors {idministration), (Intelligence), and (Plens), the Director
of Tra and the Assistant Directors for (Communications) and
{Persornsl)) or an Operating 0ffice (0ffice, Division or Staff
subordinate to a Major Component).

RESPONSIBILITIFS
., ﬁmmﬁﬁg& Concept, Management of Central Intellljence
Agency recory ¢ accomplizhed on a decentralized basis, Under
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this plan the Chief of the Management Staff will be responsible
for conducting the management policy and program planning functe
ions of the Agency-wide progran while Chiefs of '*!ajar Components
and Chiefs of Operating Offices will be responsible for local
spplication of the program within their sphere of suthority,

b, Memagement Staff, Responsibility for the menagement policy
and progran planning functions of the Agencymwide Records Mane
agement Program is vested in the Chief, Menagement Staff, This
includes e

{1) Staff planning, direction and coordination of a continuing
A de records management program embracling all aspects
of Records Creation, Records Maintenance and Records
Disposition including the Vital Materials Program; ite
extension t0 and installation Ly all components of the

Agenty.,

{2) Development, formulation and iesuance of all basic plans,
policiez and procedures governing the conduct of the
progran together with the development, establishment and
definitlion of professional standards, methods and techniques
of records management,

{3) Representation of the Agency in the meintenance of liaison
and the coordination of pertinent aspects of records
management plans, policles, procedures, progrum standards
snd techmiques with all aifected or interested Agency
components, or other Government agencies, departments,
satablishments, or aetivities, ceivilian concerns, and inw
stitutions,

{L) Development, preparation and dissemination of directives,
instructional and training medis and provision for{either
seperately or in collaboration with the Director of Traine
ing) facilities for the guidance, indoctrination, and
technical training of program participsnts,

{5} Development and installation of systeme for wmeasuring,
ecllecting and reporting savings accruing from the program,

Ce ?&h C%mmm. Respahsibility for local application of the
CIA Reco vagement Program las delegated to Chiefs of Major
Components who will we.

{1) Develop, install, direct, conduct and miintain a continuing
records managsment program within their component,

{2) EBxtend this progrem te all cperating offices within their
sphere of authority in accordance with the basic comcept,
policies, methods, techniques and procedures prescribed by
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the Chief, Hansgement Sitaff,

The entire burden of this program

< 1 w either the Management Staff or the area alone,
m xgmf:y has lang stressed the value of teamwork and cooperation,
The cooperation and active participation in the program by all
operating components are esnential to 2 comprehensive and effective
progran, In addition to the spirit of teamwork and mutual coopers-
tion between the Mapagement Staff and 211 mejor components and
operating offices the nltimate success of the program will in a
large measure depend upon the cooperation ziven to and recelved
from the rank and file of Agency parseml. Successfyl resulis can
enly be achieved through s mutual appreciation of all concerned of
both the "customer?is® record problem and the objective of the program.

MFTHOD OF YOTARLISHMERT

a, Psta e, If not already accomplished, a records
mcm pragm ' s eatablished by each major component,

which W11 éissmu to a1l operating of fices instructions concerne
ing establishment of the program and procedurss tc be emplayed in
its operation, This program may be decentralized to opersiing
offices, if desired,

At the timm of
sgement 0ffice will

mtﬁr&dyé@m an Records ¥ansger, 0Sell or abom, will be
designated Ly ti'm Chief of the Major Componmnt or operating office
to direct the conduct of the progranm,

ice, The ultimate strength of the office and
trades and malifcations of personnel required to mann it
mmdri}ar m‘b ﬁend upoen ares progras reguirements such as the
size and scope of the program, the mission of the major component or
aperating office and so forth. 0ffices may thus be manned by one
or smore Individuals on dﬁmr & part-tim or full-time basis,

&y Dsgeniral an ‘1o urati Dffices, Establishment of area

mnagm o~ & : gignation of area records managers
by apqmting of ficeg may be authorived at the ciscretion of the
Chiefs of Yajor Components,

ippointment of Aresa Record a Manazenent Committess, If Chiefs of
Major | e , ¢ Uffices conrider such action desirabls

Approved For Release 2005/11/21 : CIA-BDP70-00211R0003001t§0034-4



25X1

25X1

25X1

Te

Approved For Release 2005/11/2+4EIRJDP70-00211R000300330034-4

4 M N
i Coaha,

they may establish Records Management Commitiees to assist the

Aren Records Manager {who should be 2 member of the commities and
BRY serve as ¢chairman) in any or all phases of Records Hanagement,
These comitiees should conslst of qualified representatives of

the principle organizational segnents of the Arsa who are conversant
with the forms, correspondente, reports, and systems of their
organisations,

SUPPLTMFHTAL ISSUANCYES
The fellewing issuances now supplement this regulation, Subsequent

additional items will be developed and issued on all phases of the
Rstords Management Progranm,

s, Regulations
(1) Contral and Standardisation.
{2) tﬂ;eguestmg Forms
be Botices
|:| = Handling Claszified Forms
¢+ Handbooks
{1) b Records Managezent Program Gulde
{2)  Correspondence Handbook
{3) r Handbook for the Subject Clasziflicatien
and Filing of Correspondence Records
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